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Summary tabulation:
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Clagsified materials:
Total number of 4=dYAWEr BALES.ussecsscesancscscvsrcanscesdl
Total cuble feet of materinls in 8868..ccesssassnsescocredL?
Total mmber of S-drawer card £11e 88f0B.cavecesssasesssecd
Total cubdic feet of materials in card file safeneesmmecesesd
{Notes 17 drawers only ere actually used for
storage of esrdsy the other 13 dravers ave
used for etorage of documents.)
Total cuble feet of materials in veulted arefieviesccvensedd3?
Unelageified materialss
Total number of bookEhElveS.seesssscorsconcsssssseameneaset?
Total mumber of S-drawer cALINOLBescesscsssscscssses sneonsd
Cuble feet of materials in cabinets and bockohelveB.ces...258

Preakdown of materials in vaulted areas

PRAESEPAIBAEFNAGETIANVEGESIBOINEIOGASNBOIRIOR

PESSRCISRESRDGIBERS AR ARG RERSEDEINEINGERE 9

AFFACR VIS ORANTLNNBBTABOABERINERNBERORSED 1

XXX RIS E RN E NI SRR E SRS RS R RSN S AR ] 22

eferance Materialfcicsrsssvocsvansenss?2

Genersl reference materialB.eeess20
Ready eaﬂ“ of studiof.cesrsveee®
Master Tile of studliefS..ccoescsnes B
ﬂwn‘h.ry Driefing FileBesseroseessl

Henca, total amount of olsesified materisls ing:a 531 cubie

feet, and total amount of unclassified materia

258 feet.

Past “ocomplishment in Reduction of Yoldings.

1.

2.

Vaulted area holdings have been reduced since July 1959, wvhen &
total of 319 cuble feet of materisl wee held, to 139 odic feet.
This 56 % reduetion was accomplished through review of kll mat-
erials, destruction of obsolete documente and files, rotirement
to Racords Canter of meteriala of continuing ianfrecuent referance

value, and rotentlon of materials of ready reference use,

In March 1960 | [holdings
totaled £0.% cublo feet of clasaified materisla { not Including

holdings in the vaulted srea). Current holdhgs,

inoluding the PCO holdings absorbed by in July 1960, total

40 cuble faet (a 35 £ reduction). Three four-draver de
excess by thia reduction heve baen taken over by oth

mmnﬁﬂ -

During the past year
file holdings b about 15 %,

and ‘:lham reduced their
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€., Some Comsiderations Relative to the Heduoiion of ¥eterisls Prior to
the Move to the Hew Bullding.

1. Of a total of 54 safes 11 be sble to take 3% safes to the
Hew Building. Hence, we t disposo of the contents of 20 safes.
Hone of the 6 cerd file safes are to be taken to the New Building;
their contents are to go into the new vaulted ares into card file

cabinets. Of the remsining 14 safes to be dleposed, it o re

tha .50 widl have to be provided by the followings | |

vy _— |

i 40

2, Following immediately below im z tsbulation of the elossified
holdings of oach branch and funtional officsr, the safes they
den take to the New Duilding, the plnimm cubic feot of materlal
to be dieposed, the mumber of pafes to be declared excess, and
suggented action to eccomplish mederials reduction.

BSTF I ;
CLASSIFIED HOLUINGS XN |egenotes card file safe
COVPOHENT Hos of Awcunt How of Hindenm Ho. of Recommedded
Safes of mote pafes to awvount of safes hetion
in Use erial be moved moteriale o be
to be ve-  eXCess

25X1
25X1

25X1

|:| 6&1% 40 3 16 34 1% rsterials to go
TFLLy LL5em] to new vaulbed
ares except for

Chiefts refsrence and published study flles;
contents of card file safe to be screemed
of abeoclete smterlsls, remainder to go to
new vaalted area.

5 H0 2 2h 3 Records Cantrol
2400=J Schedule to be
irplementedy excess materials of infrequent
referenco use to go to Records Center; cxoess
materisls of rosdy reference uvse to go to
now vaulted area,

i
|
i

|

& 36 2 20 3 ditto
b g 1% 30 2 1% 2 & 1F ditte
é 36 3 12 3 ditto
1223+ 8 b} 2/5= ditto
1&bLjsx 8 1 Lf5e ditto
1&4f5¢ 8 X bjge ditte
ta2d 17 2 1 ditto
2% 18 2 ditto
g o 2 1 2 ditto
3 24 -3 & (1) ditte
{safe to be excess
is to be moved to ancther office in Hew Bullding.)
3 24 2 & (1) ditto
{Excasy szle to be
roved to snother offics in Hew Bullding.)
E 2 32 2 ditto
1 6 1 {These files |
to be retained in & safe dn [ Joffiegl |
3 22 3 ditto ;
|
1 8 1
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We have 8 total of 69 booksheives (13 bookcsses) and 3 five-drawer
cabintts conbaining 258 bubic feet of overt reference raterisls.

Space in the Hew Building allews placemant of bfﬂmm_!n_tLl

follewing offices oniys = } hookecssep 25X1
1 bookeasey [ | = 1 bookessej | ]

1 bookesse; }- 1 bookcose; 3 bookesses (8 totel of 3?39 |
& bookcasen). The excess overt ma - that is, after screening

= removal of obsolete metorials - will be held in designated aress
for esch component in the new veulted arasa., Of course, some overt
refference materials may be kept by officers on the "L*® extension of
their new desks. The following tabulation shows cur holdings of overt
reference materials:

OVERT REFEREWCY MATERIALS

COMPGITENT  Ho. of Hos of Erount Amount of lo. of Recommended

BOoke booke of of booke aetion
cazes & shelves maierizl excess cases
cabinets materisl to be
eved,
3 20 70 22 3 Materinls to be
soresneds all izsuss of Current Dig. of Jov. FPress
and World Prese “wm. of Intl. Comm. Deve to go %o
0k Idbrarys cobinet snd contents to go 1o naw
veulted aren; 18 bookshelves to be moved.
3 1z 12 1] seterizls to be
soeresned; sblected 4tems to go to neyw vanll Yoo
24 24 4] ditte
18 18 ¢ ditto
5 i5 15 o ditto
1 3 0 Yateriel to be
sereaned; selectod Ltemg to g¢ inte bookease
to be moved in| | offices 25X
6 bookshelves to be moved.
&2 . 3z 20 i ¥aterisls %o be

scroened; sslectod ftems to go into bookease in

new office; 2 cabinets and contents to go inte
new vault room; 6 bookshelves Lo be moved

2 9 27 12 1 mterials to ve
seresned;selected 1tems to go to bBookcase in new
office; any belance to go into new vaulted sres; 25X1
& bookshelves to be moved.

1 L 12 k3 aitto; € bookshelves
to be moved (to be shared with | |
1 6 é 8 Maberizls to be
soeraomed; nelectod items to go to new vault room.
1 5 15 1 Haterials to be

soreened; selestod itese %o go to bockease in new
offive; & bookshalves to Le moved.

1 5 2k 1 Materials to be
soreened; selected materials to go to bockesse and

TOTALS

on teble in new office; 6 bockshelves to be moved.

1583 69 258 129 8
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Yy FProgrem fer reduction of current holdings involves implmmentetion of
fecords Control Schedule, decision as to which moterisls ;o to B
Center for storage and future recovery &s needed, which go to ¢
vaulted aree for ready reference use, and which may be retalned in
office zefes in the Hew Building., 1% is recormended that a directive
be drafted and tronsmitted under your signature %o ooch area branch
and functional officer on this matter setting forth the 2ction to be

taken between now znd 1 November (a dote sgreed upon between[ |

and myself). If you spirove, T will 2o these mencrands for your
signature, / serple memorandum for rnzlowe:

TRIET SEMOTANDOH

TQ t Chief, O

TROM ¢ Chief, CI/

SUBJECT: Msposal of Classified and Unclaseified Meterisls In Preparation
for Fove to the Mew Fuillding

le In preparing for the vove into the Wew Bullding, tentatively scheduled
1o coour townrd the end of ihls yeer, your branch must complete the action
set forth herein by 1 Hovesbeor 1561, Office space is limited and conditions
will be crowded in the Hew Bullding; hence, the necessity for a reduction by
40 % of our safes mnd & similer veduction in peper holdings.

2. | phare one office sud will
have cne fouredrawer sale therein. | will shere
one offtos and will have one fouredrawer safe theroin. Your secretary will
be located in s large outer office adjoining your two offices. There will be
ne safe facilities in this outer office avallable to youwr branch.

30 Hy 1 Hoverber you must reduce your safes from & present totsl of 5,
including the five-drawer cord file sefe, to & totsl of 2, which 2 are to be
moved to the Hewr Bullding for your use. Dedustion will be scoomplished 28
follova:

2. Implementation of your Records Control Schedule,

ke Selection of materials of contimnuing infrequent reference valus,
invenloring them by Iile foldey, boxing them into Records Centex
boxes, snd turrdng them over to Chef,[” | for proper
retirement to Records Center and control.

¢. Selsetion of waterizls of contiming ready refevence use, boxing
them inte Fecords Center boxes pnd lzbeling thom ss to contents,
and turning them over to Cb&mi‘mfw terporary storsge
in our present venlted ares, 2 or removel to the vault roowm &n
the Hew Building. You will have a ares of open shell filing spece

and one or more [ive-drawer £iling cebinets designeled and sveilable

for your use in the new veulted ares - for your future files!
erpansion, for current ready referance file and materials in exdess

of those you can asscommodate in two safes, and for overnight storsgs.

de Your fiveedrawer cond file safe will be declared excess and cannot
bo woved. Its card contentz should be boxed into Hecorde Center
boxes, if deemed wortly of retention, identified ar to contents,
and turned over to Crief, [ for temporery storsge in our
vault room. These will be made avalleble to you in 2 file card
cebinet in the new wvaulted ares.

o/
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@ Tou will have no bookshelves in your officves in the Few Bullding.
Your overt reforence matorisls must be wesded of cbsolete materials;
1l pther overt materials ycu wish to take to the Wew Dullding
wust be packed into Hecords Center boxes, lobeled as to contents,
and turned over to Cidef, [ |for tesporsry storage io the
vadt room. These will be availsble to you in your designated
areg in the new veult room.

4 You are requested to consult snd coordinate closely with Chief, [ ]
[ 1in this metter, I have ssked Chdef, [ | to zake 2 survey of
the action taken on this matier beginming on 1 Noverber and report to me
by & Hoverber,

EHR OF URAFT MEMORANOUK

5+ The vault room presently bas 139 cublo feet of clessilied muterisls.

These holdings can be ¢onsiderably reduced onte the officers holding excess

papar therelin review thelr holdings for selection of itews of continulng
valus. The Country triefing Files, which occupy 20 cuble feet of filleg
space, are cbsolete snd will be sersemcd. Paper -1 value will be
sent to the appropriate geogrephic sres M&MWMW&L Gthey
metoriels will be destroyed or sent to the I4 dieposel. Ho new
materinls have omntered the CBF's singe 1957 and theve files sre rarely
ugeds Remaining materdals in the weult room are to be trensferred to the
new veulted sreg.

Ds Hecommendations Concerning Files Storsge Faeilities in the Vaulied Area
in the Hew Building.

1. Maxdmen totsl of meteriels to be moved to the new waulted sres ares
Excesy classified muterisls ¢urrently held in sefec. ... el0f cubic foet

fxeess overt materinls currently in bookooses, in

cobinete, and on tobleBevsssnsssvancnsvosnssvesssnenvall "

Haterdals currently in vBull YOWesssssensssvssscssenssellP
Yeterisls currently in Plve-drawer card £5)e galef.escves 45 »

TOPEL 418 cuble feot

2. To store this mexiemm smeunt of 418 cuble feet of materials in
the new vaullted ares, to accommodate future Piles' expansion needs,
rovide storage facilities for other CI components (partievlarly,
ﬂﬁmh currently hus about 75 cuble fert of materials in owr
vault room), to ellow storege snd working spece for files recelled
from fecords Genter, oteo., I progese the Lollowing:

fe BRemoval of the 23 fiveedrswer f£iling cabinets currendly in
to the new veulted sren. These cabinets will accommodate
cubic fect of poterdicle,.

be Plecement of 4 six-drawer 5 by 8 cord fils cabinets in the new
vaulted ares. Wo bave 2 such cabinets in cur veuld room and
must requdisition £ movre,

¢ Placement of 19 units of metel shelving with ¥ shelves per wmit
on the floor of the new vaulted arss, and of 11 uniis with 3
shelves per unilt on top of the cebinete, This will provide s
total of 498 cuble feet of storege ares. fs the attached lsyout
drewn to scale shows, this plan ollowe for & lerge working sres
with 1 large table and two deshs,
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3. Wost of the metel shelving iss

166 TMebold fddmlfuShelfl vnits, logel site, smooth grey
ﬁsmﬁhg 2’&3: %W @& 5;’9-39 M.ﬁiv NARLERBAADEFEHESEODE ’15‘4'3"80

0 Basesn, 3" bigh, § 4450 6cChuesverssessnssrsneones 17,00

as C‘ﬁm, @ £1460 00Ol acsenrsvacrersssvscsarsvesnsesans 48400
, 26,20
g’ﬂ’ figmovable posting shelves, O 73,15 saChessescescse  _BSe05
166 Compression follower blocks, & § 460 6utheecesenes 99.60
_ Jo
li% Insert Divider, legal size, ¢ & 226 BEChassesnnans SESLe
- 4 P Pl ) ,'37 i

e MWV ey o = Deindan ]
566 “"%{”‘L'S - Tt TOTAL CCOT Saorsie

{lotes Tho cabinets and open shell £iling will cover 15€.5 square feet

of flcor wres and will provide 728 owblc feet of filing spsce. 37
four-drawer stfes will cover sn equivalent floor ares bul will hold

enly 296 cuble feot of meterisls at & cost of about $15,000.00.

sansgement Stelf seys there is avbout & 90 § saving in moWey by using shelf
f4ling for the same smownt of matericls filed in pafes.)

4. I propose thet we also acquire = very fine mail truck, mede by Tsb
Products Company, to be used by our mail ybéom clerk for the mail
ddstribution folders. This will do swey with the lsrge table
presently neseded for this operation snd for which there is no
space in the Yew Bullding., The table covers 12 square feet of
floor area, wheress the meil truck takes mp 55 square fect. Zlse,
monhour time can be ssved in that the truck with its contents may
simpyly be wheeled into the veultsd avea for overnight storage,
whersss presemtly we heve the tedicus fakk of removing each fulder
from the table, plscing 4t into a safe, ond then iakingl it out
agein esch morning and replacing it on the table. It will also be
noseible for the meil room clerk to service the truck foldor GOnme
partmonts {rom ¢ sested position at her desk. Mansgement Staflf
HWphly revormesyis this truck for mail distridution use. e
require the following:

1 Yodel lo. 3250 Sorting and Filing TrueKeesnssssansnnssn i Fhe 50
1 Model Ho. 525{%1'}5 Shelfenesscasssesasnssssnrosnsnsons 1550
25 Hodel Ho. 5283 Undt Doger, % 21.7% 2000 sevansnesvtsee 18.75

Wg P Total Coet $132.75

Veh
i
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